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Licensee - Submit Return Request in LOOP Quick Reference
Guide

Introduction

lLicensee Admin Views Order in LOOP | l Order available to return? | l Licensee Admin initiates a return ' >

Within the Licensee Online Order Portal (LOOP), the Licensee Admin will view the order
details of a closed order.

The Licensee Admin may choose to initiate a return of an order.

Returns on retail-fulfilled orders, orders which are orders being fulfilled at a Fine Wine &
Good Spirits (FW&GS) store, must be returned in-store like walk-in purchases. LOOP
does not track retail-fulfilled order returns.

Returns on wholesale-fulfilled orders, orders that were fulfilled at a Pennsylvania Liquor
Control Board (PLCB) Licensee Service Center (LSC) or distribution center (DC),
should be created by licensees in LOOP. This will create a Return Merchandise
Authorization (RMA) and begin the return process.

Licensee Delivery Program (LDP) returns created by licensees in LOOP can only be

done in full cases. Partial case LDP returns can only be done by contacting PLCB
LOOP Support at (800) 332-7522, option 5.
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Licensee Submit Return Request in LOOP

Link to eLearning video: Licensee - Submit Return Request in LOOP

1. Navigate to LOOP, then Sign In.

:! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

kramachandra85+pulicadmin@gmail.com

Password

......... @

Forgot Password?

Need Access? Call 717.555.9876

2. Select Order History from the dropdown menu in the top right corner next to the
Shopping Cart.

= 15 whelesale
= - 0FEAATION

Welcome, Karthik

Welcome to
Licensee Online Order Portal

< Credit Card **** 0110 expiring soon. Update Card
Upcoming Orders For Your Approval
There are no upcoming orders to display. There are no orders
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https://youtu.be/Dxvq3vST7t4
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3. Enter an order number to cancel in the Search Field, then click Search.

= o' wholesale Sear hu PickUp . O . P =
= SPERATIONS Search Q . 2, #ecuiguor..

Home > Order History

Search Date From Date To

or Order Status

OrderDate S Order Customer PO Oty Total Status
Apr 6, 2 Add All Items to Cart +
o f’;ﬂ‘w 030005 3210073 2 51999998 Submitted _

Save to purchase list

The details of the order will populate.

= 'Enfmeﬁllg Searct Q hs! f‘(:?" el = mmtv =
Order Details: 030025

Order Date Order # Customer PO # Order Type Status
Apr 13,2012 030025 PLCB12345 pickur SUBMITTED
12:20 pm
& Hi
Pickup Information Contact Information Totals
Pickup Store Address License Premise Total Bottles
102 Four Coins Drive, PA, 15317 1424-26 POTOMAC AVE, PA, 15216 46999993
Pickup Date License Nickname
Apr 14,2022 1424-26 POTOMAC AVE Taxable Amount $69999.93
Primary Contact Tax $0
Karthik Ramachandra
Order Total $69999.93

Contact Email

kramachandra85+pulicadmin@gmail.com
Primary Phone

Primary Business Phone
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4. Select items to return, then click Return ltems.
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— 5 wholesal Pick Up
= E wholesale Search Q 217 ATWOO...

Contact Email
ericvantrump@oracle.com

Primary Phone
5555551212

Primary Business Phone
5555551212

750 ML $1.18 per ounce.

Qty (Bottles)
0 soses Ordered: 1 $33.99 $30.59
Alexander Grappa 80 Proof Shipped:-
750 ML | $1.34 per ount e
[ Ordered: 1 $20.99 $18.89
Alize Red Passion 32 Proof Shipped:-
750 ML | $0.83 per ounce.
O e Ordered: 1 $29.99 $26.99
Allegheny Distilling Maggie's Farm Spiced Rum 80 proof Shipped: -

eric
l% SzotsBar E

5. Choose [Return Reason], Upload a Photo and click Submit Return.

Return X

Alize Red Passion 32 Proof How many are you returning? *

1 casels)

l al I ml u! I eview v

Additional comments optional

0/300 characters

| Cancel

Note: Only full case returns are allowed here. Please call LOOP Support at 800-332-

7522, option 5 for partial case returns.

Bad Product Review

Better Competitor Price

Cannot Process Order

Change Of Mind

Item Available at Discount Currently

No Longer Needed

Payment Not Received
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Note: Licensees must use the Upload a Photo button to submit a photo(s) to facilitate a
refund. The Upload a Photo button can also be used to upload photos and a PDF file for
report BOL142.

Note: Click the Submit Return button to route the return request to a Wholesale CSR for
review and approval.
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